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The data colleotdd on Porn Q-1 are used to report all 
noncredlt public service offerings both on and off caipus which 
qualify for the Continuing Education Unit (CEO) . seven standards lust 
be net before CEO can be awarded: (1) a planned response to a 
specific educational need, (2) stated objectives and rationale, (3) 
sequentially ordered content, (4) pre-planning including user group, 
content experts, 'and instructors, (5) qualified adiinistrative 
approval of instructional activity, (6) provision for registration, 
^nd (7) predetermined evaluative procedures and criteria for CBO 
awards. Instructions list prograB areas with code nunbers and define 
the liaits of the types of public service formats: conference, 
institute, short course, workshop, seminar, and special training ^ 
programs, A Q-1 fora is attached. (MH) 
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PURPOSE OF THE FORM 



The dota collected on Form Q-1 Ii u$ed to report oil r»n-credtt public lervico offerlnj^, 
both dn'compus and off-cdmpui for which Continuing Educotlon Units are awarded, this 
Informotlon will be published by the State CouncM.and reported to the Southern Association 
of 0)1 loges ano Schools • 

Data is requested semi 'annually for each six-month period (January - Juneir July - 
Oecember). Completed FoTms Q-1 are due In the office of the State Council not later thon 
February 1 , (for the period of July - December) and August 1 (for the period of January - 
June). . * ■ ■z^' ■ 

All questions concerning this Form should be directed to James C. Phillips, Continuing 
Education Administrator (SCATS 3^9-2143). 

" , ' ' ' ■ , ' --' - » . ■ • ' : , . ' . ■ • . ■ 
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GENERAL INSTRUCTIONS 




P ublic service programs are defined as those offerings which do not carry academic 
credit but which provide continuing education opportunities off- campus or on-campus by | 
on Institution of higher education In a manner to capitalize on Its particular competencies 
and resource^. Such public services Include conferences. Institutes, seminars, workshops, 
non-credit courses and special training prograrm. Not included for the purposes of this 
report are Student activity programs, .Individual faculty or staff consultant services, faculty 
addresses and publications, research activities, and progronris of a general nature open to 
the public or ovoilable through the moss media. 

Public service offerings, wlthjn the above definition, maybe grouped Into two 
cotegoriest 

o. 'Those for which the Continuing Education Unit (CEU) Is awarded In conformity 

with standards and guidelines of the Southern Assoclotlon of Colleges and Schools, 
b. Those wWch are less formally structured and da f^f i^ieet 1 

I, : : :;-S:iti!iiiiiiiiii(os^^ ;■■ ^ - - v-:^:-¥f i.] / ^. ■ .g^SmM-- 

j^fll il^tlWiittliifSiWii^^ programs-fbrwhlff^Wtg^^^Wll ^^ 



Om Contlnufng EducqHon Untr represents ten contact hours of participation 
In on orgonhed educotlon experience under responsible sponsorship, capable direc- 
tion, and qualified Instruction. (A decimal fraction of a unit may be oworded for 
on offering of shorter duration), 

Activities cinsslfted In the above categories for which Continuing Education Units 
\qre to be awarded will meet at least the following standards} 

1. The non-credit activity Is planned In response to on assessment of 
educational needs for a specific target population. j 

2. There Is 0 statement of ob|ectIves and rationale. ' 

3. Content Is selected and Is organized In a sequential manner. 

4. There Is evidence of pre-planning which should Include the oppo- 
tunlty for Input by the target group to' be served, the faculty area 
having content expertise, and continuing education personnel. 

5. The activity is Instructional and Is approved by an academic or 
odmlnlstrotlve unit of the Institution best qualified to affect the 
quality of the program conte and to approve the resource per- 
sonnel utilized. 

6. There is provision for registrotlon for Individual participants. 

7. EvaluoiMon procedures ore utilized, and criteria ore estobltshed 
for owarding Cbntlnulng Education Units to Individual students 
prior to the beginning of ihe activity. 



SPECIFIC INSTRUaiONS 

At the top of each form enter the name of the Institution, the last four digits of the 
U.S, Office of Educotlon Code number, the name and title of the person completing the 
Form, r{ate submitted, the period c|>vered by. the report^ and the Consortium Region to 
^Sli^l'?^^ '^'"^ opplles. Prepore a separate forrti for each consortium feglon within which 
'(SlU'l Were dwordecl. 

;r ' vff W docytflj^nt provides o lUtIng of the fndtvldudl^ij^fdnnlrS'dtS^^ 

fl'S^f Idpi^rt^ cou#lei; ond titles witliih each CohsOftlurtt region. 
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Column 1 - Activity 

Column 1 dosignates the program areas b/ which CEU's should be reported. These 
are OS follows t 

Area It Programs which are wholly structures to provide skills and/or 
knowledge for occupotlonallmprovement In fields, such as 



Code Area 

101 The Professions 

102 Business and Industry 

103 Government t 

104 Uiw and Low Enforcement ! 

105 Clerical Services 

106 Trades end Technologies 

107 Health Services 

108 Agriculture and Food Production 

109 Other 

Area 11} Programs specifically organized to provide help In the solution of 
problems confronting the State, such as 

. Code Area 

201 Health and Safety 

202 Human Relations and Communications 

203 Education 

204 Olmlnal Justice 

203 Community Development and Housing 

206 Aging 

207 Citizenship 

208 Environment 

209 Agriculture and Production 

210 Other 



Column 2 " Number of Offerings by Format 

In eoch of the sub-columns under Column 2, enter, adjacent to the appropriate program 
areo, the number of public service offerings of each type of format which wos conducted, The 
types Ot public service formats are as follows: 

A, Conference: A general type of meeting usually of one or more days' 

duration, attended by a fairly' Itfrge number of people. 
A conferer^ce Win hoVf d <ifnffdflK.^1#i)( ft^^^ often 
loosely iffuetured of topics, tlw errfplhdsis Is orf>f^f^f^jd 
presentotlor^* by lauthSnfattv'* speokers, olthou|h^3ly]*T<sh 
Intd smojl^foup seisl^w for dl$cu«l6h purposes Is often 
a r^loted diflylty.^'?^^^^^ 



B* Irtttltute: 



Oenerallx similar to a conference, but more tightly 
itructured, to provide a more systematic development 
of tti theme, with the emphosU more on providing 
Instruction In principles and techniques than on general 
Informotlon, Participants ore usually Individuals who 
already hove some competence In the field of Interest. 
Institute programs may have certain continuity, meeting 
on 0 yearly bosis for example. 



C» Short Course; 



A sequential offering, as a rule under a single Instructor, 
meeting on a regular basis for a stipulated numbr»r of doss 
sessions over a short period of time (e.g., one to three 
weeks, etc.) Quizzes and e^^^mInaHons may be given * 
depending upon the determination of requirements. The 
non-credtr course under the Public Service definition 
may resemble the credit course under the Public Service 
definition may resemble the credit course In everything 
but the awarding of credit. It may olso be more Informal 
and more flexible In Its approach In order to meet the needs 
of students. 



D. Workshops: 



Usually meets for a continuous period of time over a 
period of one or more days. The distinguishing feature 
of the workshop Is that It combines Instruction with 
laboratory or experimental activity for the participants. 
The emphasis Is more Kkely to be on skill training than 
on general principles. 



E. Seminar: 



A small grouping of people with the prlmaiy emphasis 
on discussion under a leader or resource person or 
persons, lii continuing higher education a seminar 
Is more likely to be a one-time offering, although It 
may continue for several days. 



F, Special Training 
Program 



A skill program which offers a combination of Instruc- 
tion and practice. The approach Is usually on a more 
individualized bests than a workshop. 



Column 3 Totol Number of Portlclponts 

tli^'tOtql frUftiber of participants wh^>'were awarded CEU's by program area. 



Column 4 *• Tota I Numbe r of Cont ac t Hours 

ipM^fBSf of contatt hours' ty program area. For a given offering, this Is 



t^lliilcit^/b^H^ftlM^ of participants times the contact hoOrt for an eff<6iring. 



Cotumn 5 - Totol CEU's Awarded 

> Tho number of CEU's Awarded by program orea. Or>e CEU represents ten contact 
hours of parltctpotlon In an organized education experience under responsible sponsorship/ 
copoble direction, and quallhed Instruction. Therefore, Column 5 would equal Column 4 
divided by 10. 
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